
Review Data to 
determine need 
for new, renewal 
or expansion of 

service
(Regional or CO 

Staff)

Is there a 
need to 

contract?

YES
Elevate need to 

appropriate Reg. 
Dir. &/or CO Exec. 

Staff
(Regional or CO 

Staff)

NO

End

Confirm 
need to   
pursue 

contract?

NO

End

YES

Submit request to 
pursue contract 

to Deputy 
Secretary for 

approval
(Reg. Dir or CO 

Exec. Staff)

Review request to 
determine availability 

of funds 
(Deputy Secretary 

and/or Undersecretary)

Pursue 
contract?

NO

End

YES

Designate SME or 
Contract Monitor to 
Create and Track RFP 

and Contract
(Deputy Secretary 

and/or Undersecretary

Draft/Revise RFP and 
accompanying 

materials
(SME/Contract 

Monitor)

Review RFP and 
accompanying 

materials with CQIS 
&/or Reg. Mgrs. 
(SME/Contract 

Monitor)

Populate OCR template 
and Forms

(SME/Contract 
Monitor)

Submit template and 
forms to Program 

Manager for review 
and approval

(SME/Contract 
Monitor)

Program 
Manager 

Approval?

NO

Return to SME/Contract Monitor with comments
(Program Manager, Legal)

Submit template and 
forms to Legal  for 

review and approval
(SME/Contract 

Monitor)

YES

Legal 
Approval?

NO

YES Prepare and submit 
template and forms to 

OCR for review and 
approval

(Program Consultant)

OCR 
Approval?

NO

YES

Once email is received 
from OCR regarding 
approval steps are 

followed as outlined 
in the RFP Manual –
State of LA Office of 
State Procurement

(Program Consultant/ 
Program Manager)

Advertise RFP 
following OCR 

parameters
(Program 
Manager/ 
Program 

Consultant)

Prepare written 
confirmation of 

appropriate 
advertisement

(Program 
Manager/ 
Program 

Consultant)

Receive and 
reply to 

questions for 
LAPAC

(SME/Contract 
Monitor)

Receive 
eligible bids 

(Program 
Manager/ 
Program 

Consultant

Continue to 
2. Bid Review 
and Selection

1. RFP Process – Office of Juvenile Justice
(NOTE:  Consulting Service Contracts for $50,000 or more and Social Service Contracts for $250,000 or more)



Organize and 
duplicate eligible 

bids        
(Program 
Manager/ 
Program 

Consultant

Create OJJ Bid Review team including representatives from 
appropriate regional offices, program specialists, 

SME/contract monitor, and CO staff
(Undersecretary/Program Manager)

Review and score 
bids

(OJJ Bid Review 
Team)

Compile and submit 
scoring results to 
Undersecretary 

(Program Manager)

Select vendor(s) and 
define contract terms
(OJJ Bid Review Team)

Submit selection of 
vendors and contract 

terms to 
Undersecretary for 

review
(Program Manager)

Prepare or revise letter 
(utilizing Legal 

approved template) 
notifying vendor of 

selection 
(SME/Contract 

Monitor)

Program 
Manager 

Approval?

NO

Return to OJJ Bid Review Team with comments
(Undersecretary)

Submit letter to 
Program Manager for 
review and approval

(SME/Contract 
Monitor)

YES

Send letter to vendor
(SME/Contract 

Monitor)

Continue to 
3. Contract 
Execution

2. Bid Review and Selection – Office of Juvenile Justice

Compile packet and 
final scoring and 

summary
(Program Manager)

Receive completed 
summaries 

(Program Manager)

Undersecretary 
Approval?

YES

NO

Return to SME/Contract Monitor with comments
(Program Manager)



Review RFP including 
specified performance 

measures and Bid 
Review team 

recommendations
(SME/Contract 

Monitor)

Populate or revise OCR approved contract 
template and accompanying forms

(SME/Contract Monitor)

Submit to CQIS 
for review

(SME/Contract 
Monitor)

Submit contract to 
Program Consultant

(SME/Contract 
Monitor)

Submit contract to OCR 
for review and approval

(Program Consultant)

3. Contract Execution (Part I) – Office of Juvenile Justice
(NOTE:  Consulting Service Contracts for $50,000 or more and Social Service Contracts for $250,000 or more)

Submit to Legal for 
Review

(SME/Contract 
Monitor)

YES

NO

CQIS 
Approval?

NO

YES

Return to SME/Contract Monitor with comments
(CQIS, Legal)

Legal  
Approval?

YES

NO

Prepare contract for 
vendor review and 

signature
(SME/Contract 

Monitor)

Transmit contract to 
vendor with 

instructions to return 
within 7 days

(SME/Contract 
Monitor)

Contact vendor via 
telephone after 7 days 
to confirm receipt and 
interest in contracting

(SME/Contract 
Monitor)

Signed 
contract 
returned 

from 
vendor 

within time 
allotted?

End

Submit contract to 
Undersecretary for 

signature
(Program Consultant)

OCR 
Approval?

Contract revisions 
returned to Program 

Consultant/Program Manager
(OCR)

Return to SME/Contract Monitor with comments
(Program Consultant/Program Manager)

Fully Executed Contract 
transmitted to provider 

and copy retained
(SME/Contract 

Monitor)

NO

YES
Contract Copy scanned into 

Database and SME/CM notified
(Program Consultant)

Continue to 
4. Contract 
Execution 

(Part II)

Letter from Legal with Cert of 
Mailing
(Legal)

Request to SME to 
input contract data 

in LaGov System 
(Program 

Consultant)



Review Data 
to determine 
need for new, 

renewal or 
expansion of 

service
(Regional or 

CO Staff)

Populate or revise 
OCR approved 

contract template 
and 

accompanying 
forms

(SME/Contract 
Monitor)

Submit to CQIS 
for review, if 

needed
(SME/Contract 

Monitor)

Submit contract to 
Program Consultant

(SME/Contract 
Monitor)

Submit contract to OCR 
for review and approval

(Program Consultant)

4. Contract Execution (Part II) – Office of Juvenile Justice
(NOTE:  Contracts less than $1,000, Consulting Service Contracts less than $50,000 and Social Service Contracts less than $250,000)

Submit to Legal 
for Review

(SME/Contract 
Monitor)

YES

NO

CQIS 
Approval

?

NO

YES

Return to SME/Contract Monitor with comments
(CQIS, Legal)

Legal  
Approval

?

YES

NO

Prepare contract for 
vendor review and 

signature
(SME/Contract 

Monitor)

Transmit contract to 
vendor with 

instructions to return 
within 7 days

(SME/Contract 
Monitor)

Contact vendor via 
telephone after 7 days 
to confirm receipt and 
interest in contracting

(SME/Contract 
Monitor)

Signed 
contract 
returned 

from 
vendor 

within time 
allotted?

End

Submit contract to 
Undersecretary for 

signature
(Program Consultant)

OCR 
Approval?

Contract revisions 
returned to Program 

Consultant/Program Manager
(OCR)

Return to SME/Contract Monitor with comments
(Program Consultant/Program Manager)

Fully Executed Contract 
transmitted to provider 

and copy retained
(SME/Contract Monitor)

NO

YES

Contract Copy scanned 
into Database and 
SME/CM notified

(Program Consultant)

Continue to 
4. Contract 
Execution 

(Part II)

Confirm 
Need for 
Contract

End

NO

YES
Submit request to 
pursue contract 

to Deputy 
Secretary for 

approval
(Reg. Dir or CO 

Exec. Staff)

End

YES

NO

Request to SME to 
input contract data in 

LaGov System 
(Program Consultant)

If Contract less 
than $5,000 

proceed to last 2 
steps



Designate Contract 
Monitor 

(PM/SME)

Create Monitoring Plan Per Policy D.8.1 or 
contract deliverables and outcomes

(CM)

Conduct Monthly 
Site Visits Per 

Monitoring Plan
(CM)

Review Data, logs, site 
visit findings and 
corrective actions

(CQIS)

5. Contract Monitoring – Office of Juvenile Justice

Document findings 
from visit in applicable 

databases
(CM)

Notify Provider of 
Deficiency and Timeline 

for Correction
(CM)

Quarterly 
Create 

Summary of 
Findings
(CQIS)

Review with 
Appropriate 

Management in in 
Director’s Meeting or 

Ad Hoc Meeting
(Toney)

Was there a 
deficiency?

End

YES

NO

Quarterly CQIS 
Analysis

Semiannually 
Create Report 
for Letter to 

Provider
(CQIS)

Transmit to 
Ellyn Toney 
for Review

(CQIS)

Was it 
corrected 
within the 

allotted 
timeframe?

YESDocument Correction 
in the Database

(CM)
End

NO

Notify Program 
Manager of Deficiency 

and No Correction
(CM)

Draft Corrective Action 
Letter to Provider

(CM)

Was it 
corrected 
within the 

allotted 
timeframe?

YES

NO
Turnover to Legal with 
Recommendations for 

sanctions or 
termination

(CM)

Review and provide 
management with appropriate 

correspondence  to Provider
(Legal)

Continue to 
6. Contract 

Termination



Contract 
terminated prior 

to expiration 
date by 

OJJ/Vendor

Prepare termination letter to 
Vendor, giving 30 days notice 

when possible             
(SME/Contract Monitor)

Confirm final payment with 
Accounting                

(SME/Contract Monitor) 

Terminate records 
in ISIS - CFMS     

(SME/Contract 
Monitor)

Send copy of 
termination letter to 
Program Consultant  

(SME/Contract 
Monitor)

Update records in 
Lotus Notes 

Database
(Program 

Consultant)

Send fully endorsed 
contract performance 

evaluation to OCR
(SME/Contract 

Monitor)

6. Contract Termination – Office of Juvenile Justice

Unencumber remaining 
funds in ISIS – CFMS 

(SME/Contract Monitor)

Send copy of 
termination letter and 
CFMS screens to OCR  

(SME/Contract 
Monitor)

Prepare contract 
performance 

evaluation and 
send to 

Undersecretary 
for signature 

(SME/Contract 
Monitor)

Vendor

OJJ

End

Receive Termination letter 
from Vendor      

(SME/Contract Monitor)

If contract less than 
$1,000, posts to ISIS-
CFMS, file folder with 

expired contracts
(SME/Contract 

Monitor)

File folder with expired 
contracts

(SME/Contract 
Monitor)


